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PURPOSE

The City of Las Vegas is to provide a variety of services essential to the health and well being
of the community and its citizens. City employees are obligated to provide the highest
quality of service to the citizens of Las Vegas, New Mexico. Incidents, which can result in
injury to employees and/or damage to property, delay or prevent the successful
accomplishment of that purpose.

Therefore, the City of Las Vegas’ policy is that no job or task performed to provide City
services is so urgent or important that it must be completed without due regard for the safety
of persons or property.

Department heads shall provide, to the maximum extent possible, all of their employees with
safe working conditions so that the employees may perform their jobs without endangering
their safety or health. These conditions include, but are not limited to the following:

• A safe place to work,
• Safe equipment with which to work,
• Proper training in safe work procedures,
• Adherence and enforcement of all applicable safety rules

Compliance

The City of Las Vegas shall use the Code of Federal Regulations, 29 CFR 1910 and 1926, the
Occupational Safety and Health Act (OSHA), AWWA standards as safety guides to ensure that
safe working conditions are in effect. The City of Las Vegas shall also abide fully with all other
applicable federal, state and local regulations, which have jurisdiction over the City of Las
Vegas facilities and personnel.

Training

Safety Counseling Inc. can provide customizable safety training and assessments in a variety
of areas. A few are listed below:

Back Injury Prevention
Job Hazard Analysis
Ergonomics and Workplace Assessments
Hazard Communications
Personal Protective Equipment
Trenching and Excavating
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City of Las Vegas
Safety Manual

Administrative Determination

It is the policy of the City of Las Vegas and its Governing Body that the City Manager is
responsible for the enactment of a Safety Manual for the City of Las Vegas in accordance with
O.S.H.A. and all other applicable Federal and State Laws. He may discharge and delegate this
authority to the Safety Officer and staff.

The rules and regulations contained in this Safety Manual have been compiled from the latest
and best available sources of safety information, accident prevention, and from the City’s
own practical experiences. This information is presented as a guide for the promotion of
safety methods in all City work operations.

Safety is of prime importance to every employee. Therefore, each employee is expected to
follow safe practices and adhere to safety rules and regulations as set forth herein.

The undersigned City Manager of the City of Las Vegas being its Chief Administrative Officer
does hereby certify that the foregoing is a true and correct copy of the Safety Manual as
revised under date of November 18, 2015.

Eli J. Maltine
City Manager
City of Lás Vegas

DATE
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INTRODUCTION

This Safety Manual is targeted primarily for employees of the City of Las Vegas, New Mexico.

A key factor in implementing this Safety Manual will be the strict compliance to all applicable
policies and procedures outlined in this manual.

We recognize Gilbert E. Martinez, Safety Officer for the City of Las Vegas and the primary
informant for compiling this manual.

Along with Mayor Alfonso E. Ortiz, Jr.,, City Manager Elmer i. Martinez and Safety Officer
Gilbert E. Martinez, we are committed to constant safety in the workplace. This must be a
team effort. Together, we can prevent accidents and injuries and keep each other safe and
healthy in the work that provides our livelihood.

Adopted and revised this Eighteen day of November 2015

Gilbert E. Martinez, Safety
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SAFETY

SECTION I

SAFETY RULES AND REGULATIONS

1-1 GENERAL

1-1.1 The rules and regulations in this Safety Manual shall extend to each and every
employee of the City of Las Vegas.

1-1.2 The Standard Operating Procedures/General Orders adopted by the Police

Department are attached here to and by reference made a part hereof. Where there is a

conflict between the Safety Manual and the Standard Operating Procedures/General Orders,

the Standard Operating Procedures/General Orders will govern for Police Department

employees.

1-1.3 The Regulations adopted by the Fire Department are

attached here to and by reference made a part hereof.

Where there is a conflict between the Safety Manual and Fire

________________________________

Department Regulations, the Fire Department Regulations

will govern for Fire Department employees.

1-1.4 Each employee shall be issued a copy of the Safety

Manual and shall be required to review the rules. Human

Resources shall issue a copy to new employees at the onset of their employment within a

time period not to exceed thirty (30) days.

1-1.5 Employees will take every possible precaution to prevent accidents to themselves,

their fellow employees and the general public.

STARTS
WiTH YOU!

SAFETY
FIIST

THE SAFE WAYIS
THE BEST WAY
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1-1.6 Unsafe practices or conditions shall be reported immediately to the Supervisor.

1-1.7 Safe work practices and procedures established for all departments SHALL BE
OBSERVED.

1-2 DEFINITIONS

For the purpose of City of Las Vegas Safety Manual:

A.N.S.I.: American National Standards Institute

Active Area:

a). The right-of-way boundaries of construction grade and/or maintenance of
streets or roadway grade.

b). Other work activity (in progress), which presents potential personal injury
hazards. This includes industrial shop areas, i.e. equipment and maintenance, welding,
carpentry, sign, park and recreation facility maintenance and repair.

c). Includes on-site inspections, job interview, work production on road medians,
fence work and weed cutting (by hand or power mower). Inspectors in construction areas,
and parks and recreational maintenance on City parks.

Appeals:

a). Any recommended changes or updates to the Safety Manual shall be made to
your respective safety liaison, chairperson of safety committee, safety officer or city
manager.

b). Appeals for final action shall be made by city manager thru safety committee.

Chairman: The person chairing the Safety Review Committee and/or Safety Committees

or sub-committees as they arise.

City Manager: The senior administrator/manager of the City of Las Vegas empowered by
the Governing Body.
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City Attorney: The City office/unit manager by the City’s Chief Counsel and includes all

attorneys assigned to the department and those under contract with the City.

City Employees: All personnel employed by the City of Las Vegas for specific job tasks and

in their respective classifications. Volunteers in any area for the explicit purpose of

performing a task or function for the City are also subject to the same requirements of
classified/salaried City employees.

Contractors: Persons and/or firms contracted by the City to perform work on behalf of the

City of Las Vegas.

Flagman: As used in this Manual shall be interpreted to be synonymous with Flag woman

for Flag person or in the plural context. *Note
- Any other word in this Manual (he, she,

chairman, etc.) that may suggest discriminating against the opposite sex shall be interpreted
as noted in “Flagman”.

Incident: An occurrence or condition which causes/could cause a personal injury or

vehicle/equipment accident or property damage, or which creates or contributes to
hazardous job site/work and/or road conditions. This term may be used to include those
occurrences which may lead to one of the aforementioned situations as well as repeated
failure to comply with the requirements of this Manual.

Instructions: As used in this Manual, instruction shall mean training for safety proficiency

or training as a result of safety infractions. Any such instruction shall be documented. Such
documentation shall be distributed to the appropriate Department, Safety Officer, Safety
Liaison, City Attorney, and City Manager if the training resulted from a Safety Committee

ruling.

Supervisor: An employee assigned by the Director to be in charge during his/her absence.

Legal Authority: Law enforcement authorities (including but not limited to State Police,

City Police and Sheriff’s Department).

OSHA: Occupational Safety Health Administration

N.F.C.: National Fire Code and its N.F.P.A. parts/sub-parts.

N.E.C.: National Electric Code.
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N.F.P.A: National Fire Protection Association.

Observation Period: As used in this Manual, shall mean a time frame of observed
performance during which the employee must demonstrate restraint from repeated
infractions for which the observation period was imposed.

Work Day(s) - Week(s): Regularly scheduled day(s) / week(s) of work regardless of the
number of hours scheduled to be worked on the affected day(s) / week(s) and/or work shifts
(includes staggered or continuous work shifts)

1-3 INTOXICANT AND NARCOTIC DRUGS

1-3.1 The use of any kind of intoxicant or narcotic drug during working hours is forbidden.
Use of a prescribed narcotic drug shall be reported to Supervisor immediately.

1-3.2 All employees covered by this Manual are subject to the City’s Drug and Alcohol Abuse
Policy.

1-4 PERSONAL INJURY AND ILLNESS - REPORTING PROCEDURES

1-4.1 It shall be the responsibility of every city employee to report all accidental injuries or
illnesses arising out of and in the course of employment including occupational disease and
disablement regardless of severity to each of the following:

a) Supervisor, Lead person or Department Director
b) Risk Management Coordinator HR
c) Safety Officer
d) Safety Liaison

Reporting shall be made immediately by the injured employee if possible or, by an
employee/witness if the injured is unable to do the reporting because of the extent of
injuries.
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1-4.2 All employee injuries, including minor injuries, must be reported immediately to
supervisor.

1-4.3 Whether or not an employee elects to seek medical attention, the employee and his
supervisor must jointly complete the Notice of Accident form and submit the form to the Risk
Management/Safety Division within 24 hours of the injury.

1-4.4 If an employee does want to receive medical attention, the employee will first report
the injury to his/her supervisor and then report to the City’s Human Resources Risk
Management. They will provide a designated medical provider for a medical evaluation
and/or treatment.

1-4.5 Responsibility for notification to persons designated in 1-4.1 shall be by the following
persons and in the following order:

Employee: however if employee is unable to report by person of incapacitation, then It shall
be the responsibility of the Supervisor to notify; however, if the Supervisor is not available
then it shall become the responsibility of the lead person to notify; however, in the event
neither the Supervisor nor the Lead person is available, it shall be the responsibility of the
Department Director to comply with Section 1-4.1.
Notification shall be done within the same work day but in any event within 24 hours of the
accident/injury

1-4.6 It shall be the responsibility of the employee, Forman, supervisor, manager to
properly fill out the Notice of Accident Report Form (E1.1 Form) and submit to the Human
Resources office immediately.

1-4.7 On-the-job fatalities shall be reported to the Safety Officer and Police Department
immediately. The Safety Officer shall then immediately notify the City Manager and City
Attorney

1-5 VEHICLE & EQUIPMENT ACCIDENTS - REPORTING PROCEDURES

1-5.1 It shall be the responsibility of each employee to report each accident/incident
regardless of severity. Incidents involving the City-owned vehicles, equipment or private
vehicles while on City business must be reported. Whomever is hurt, whose property is
damaged or the extent or reason for the accident or incidents in which motorists immediately
stop and claim damage to City vehicles and equipment.
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1-5.2 Any incident as defined in 1-5.1 must be reported to:

a) Police Department
b) SupervIsor, Department Director
c) Risk Management Coordinator (Insurance) HR
d) Safety Officer
e) Safety Liaison

It is the responsibility of the employee to notify Police Department immediately when
there is damage to property or to other vehicles and equipment as a result of a motor vehicle
accident. The damage to property or vehicle and equipment MUST BE REPORTED
IMMEDIATELY.

1-5.3 ResponsibIlity for notification to persons designated in 1-5.2 shall be by the following
persons and in the following order:

Employee; however if employee is unable to report by reason of Incapacitation, then
it shall be the responsibility of the Supervisor to notify; however, if the Supervisor is not
available then It shall become the responsibility of the Lead person to notify; however, in the
event neither of the Supervisor nor the Lead person is available, it shall be the responsibility
of the Department Director or Safety Liaison to comply with Section 1-5.2.

1-5.4 The operator of a City vehicle/equipment involved in injury, death, and/or property
damage shall immediately, by the quickest means of communication, give notice of such
accident to the Police Department and the Safety Officer.

1-6 LINE LOCATES

1-6.1 The purpose of this section is to prevent injury
to persons and damage to property from accidents

resulting in damage to pipelines, underground electric

utility lines, cable television lines and related facilities

by excavating and blasting.
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1-6.2 DefinitIons for purposes of this Section:

A. “Blasting” means the use of an explosive to excavate.

B. “Excavate” means the movement or removal of earth using mechanical excavating
equipment or blasting and includes auguring, backfilling, digging, ditching, drilling, grading,
plowing in, pulling in, ripping, scraping, trenching and tunneling.

C. “Mechanical excavating equipment” means all equipment powered by any motor,
engine or hydraulic or pneumatic device used for excavating and includes bulldozers, back
hoes, power shovels, scrapers, draglines, clam shells, augers, drills, cable and pipe plows or
other plowing-in or pulling-in equipment.

D. “Pipeline” means a pipeline or system of pipelines and accessories for the
transportation or movement of any gas, mixture of gases or petroleum products suitable for
domestic or industrial fuel; water or wastewater also.

E. “Underground utility line” means an underground conduit or cable, including fiber
optics, and related facilities for transportation and delivery of electricity, telephone or
telegraphic communications, gas, and waste water or water.

F. “Cable television lines and related facilities” means that facilities of any cable
television system or closed-circuit coaxial cable communications system or other similar
transmission service used in connection with any cable television system or other similar
closed-circuit coaxial cable communications system.

G. “Underground facilities” means any tangible property described in Subsections D
through F of this Section which is underground.

H. “Person” means any employee or contractor.

I. “Means of location” means a mark such as a stake in earthen areas or a paint mark
in paved areas which is conspicuous in nature which is designed to last at least five days if not
disturbed.

J. “Reasonable advance notice” means two working days.

1-6.3 Excavation. Every person who prepares engineering plans for excavation or who
engages in excavation shall:
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A. Make reasonable efforts to inform himself of the location of any underground
facility in or near the area where the excavation is to be conducted, including a request to the
owner or operator of the underground facility to locate the underground facility pursuant to
Section 1.6.2.

B. Plan the excavation to avoid or minimize interference or damage to underground
facilities in or near the excavation area:

C. Provide reasonable advance notice of the commencement, extent and duration of
the excavation work to the owners of any existing underground facility in and near the
excavation area in order to allow the owners to locate, and mark the location of the
underground facility.

Section 1-6.4 Prior to the Commencement of Work in the Excavation Area:

D. Prior to initial exposure of the underground facility, maintain at least an estimated
clearance of eighteen inches between existing underground facilities for which the owners or
operators have previously identified the location, and the cutting edge or point of any
mechanical excavating equipment utilized in the excavation.

E. Provide such support of existing underground facilities in or near the excavation
area as may be reasonably necessary to prevent damage to them.

F. Backfill all excavations in a manner and with materials as may be necessary to
prevent damage to and provide reliable support during the following backfilling activities for
pre-existing underground facilities in or near the excavation area.

G. Notify as promptly as possible the owner of any underground facilities which may
have been damaged or dislocated during the excavation work.

1-6.5 Marking of Facilities

A. Every owner or operator of an underground facility shall, upon the request of a
person intending to commence an excavation and upon reasonable advance notice locate and
mark on the surface the actual horizontal location within twelve inches by some means of
location the underground facilities in or near the area of the excavation so as to enable the
person engaged in excavation work to locate the facilities in advance of and during the
excavation work.
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B. If the owner or operator fails to correctly mark the underground facility after being
given reasonable advance notice and such failure to correctly mark the facility results ira

additional costs to the person doing the excavating, then the owner or operator shall
reimburse the person engaging in the excavation for the reasonable costs incurred.

C. Marking your area for line locates with proper paint colors. Not to cause confusion
as line locators’ mark in their specific colors for their service, Red, Blue White, Green etc.

1-7 PERSONAL PROTECTIVE EQUIPMENT - SAFETY GEAR & DEVICES

1-7.1 Employees shall wear protective equipment as required. The director in charge or in
his absence the supervisor in charge shall assure that all employees wear the necessary
Protective devices which have been issued and required

A) Hard Hat

B) Fluorescent Vest

C) Leather Gloves

D) Safety Glasses/Goggles

E) Steel Toe Boots or Composite

F) Rubber Boots (If Required)

G) Coveralls

1-7.2 Supervisors shall have the responsibility of insuring that employees use protective
devices when required and that such protective devices are periodically checked and replaced
when circumstances warrant. All safety equipment is to be issued from our inventory
department.

1-8 PROTECTIVE FOOTWEAR

1-8.1 ThIn sole, badly worn or open-toed shoes shall not be worn while performing field
work or shop warehouse duties. Protective footwear is required to be worn.
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Regular status, part-time and temporary status employees assigned to perform field work or
shop warehouse duties shall be required to wear protective, steel-toe, composite, footwear.

Prospective part-time and temporary status employees shall be informed that they will be
required to provide their own protective steel-toe footwear prior to beginning employment.
At the discretion of the Department Director, part-time and temporary status employees may
be given two (2) weeks in which to purchase the required protective footwear prior to
reporting for work. If said employees are unable to provide the
required protective steel-toed footwear, it shall be considered
that they do not meet the requirements of the position.

Protective Footwear Specifications:

--Slip-on or lace-up style
--Top quality leather
--6” top must be above ankle
--Sole and heel to be slip resistant or leather with proper oil
resistant treatment
--Color: Brown or Black
--Footwear must be composite or steel-toed with leather lined inside
--Footwear to be steel-toe OR composite

The above specified protective footwear is provided by the City of Las Vegas to regular status
employees and it is mandatory that said protective footwear be worn during working hours.
Part-time and temporary status employees are required to wear the above-specified
footwear, however, other types of protective footwear may be accepted providing it is
constructed with steel shank and steel toe cover.

EXCEPTIONS -- MEDICAL REASON:

An individual who is unable to wear steel-toed, steel-shanked protective footwear due to
medical reasons, shall be required to provide written notice from their doctor to this effect
explaining the reason. Said notice shall be submitted to the Department Director with a copy
forwarded to the City Safety Officer.

1-9 HARDHATS

1-9.1 All employees including Department Directors and Supervisors shall wear a
department-approved hard hat which shall meet or exceed A.N.S.I. 289.1 & A.N.S.I. 289. 2-
1971 specifications for hard hats during and under the following conditions (Revised &
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Adopted November 21, 1990 by Safety Committee): (Baseball Caps shall not be worn under
hard hats under no circumstances.)

Please Note: (NO PURCHASES OF ANY SAFETY EQUIPMENT UNLESS APPROVED BY SAFETY
COMMITTEE)

A) While operating heavy or light equipment, and while
in the vicinity of such equipment. No hard hat is required on
small equipment if it’s equipped with seat belt, roll bar/cage,
i.e. - grass mowers / small tractors.

B) While in and around shop areas during working
hours.

C) While performing work in areas where the possibility
exists that items, equipment, materials, structures or articles of
any sort may fall on the individual or where the individual may
hit, bump into, or scrape his/her head against sharp or jagged
items, equipment, materials, structures or articles of any sort. While operating weed eaters
trimming trees etc.

D) While performing work in excavated trenches and construction sites.

E) While operating weed eaters, trimming trees, mowing etc.

F) Any time you enter a work site.

(Decorative hard hats (cowboy) are not an approved hard hat.)

When Required:

1.9.2 Hard hats are not required to be used when the employee, Department Director or
Supervisor is:

A) Driving or riding in a City vehicle such as a passenger vehicle, pick-up suburban,
utility truck, 30 cubic yard packer trucks and street sweepers backhoe, track hoe etc.

B) While preparing paper work or conducting business inside Offices, Waste Water
Department Laboratory, or the Water Treatment Plant.
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C) While performing such work as painting or performing general janitorial work in
City buildings, not under construction.

D) While reading utility meters out in the field, unless the possibility exists that an
object or structure, may fall upon the individual or where the individual may hit, bump into,
or scrape his/her head against sharp or jagged object(s).

E) While responding to customer/citizen complaints out in the field on a person-to-
person basis.

1-9.3 Garage Servicemen and Solid Waste Maintenance Servicemen or other employees
assigned and authorized to work in the mechanical maintenance areas are to wear bump caps
inside the shops only and these may be removed only when laying down working under
equipment. Use of such bump caps are not authorized for any other position classification.

1-9.4 Employees shall be responsible for insuring their own safety by adhering to all safety
regulations including, but not limited to, areas posted as “Hard Hat Areas” and shall use
common and practical sense in the various work situations and conditions as they relate to
the use of hard hats.

1-10 SAFETY VESTS

1-10.1 A florescent yellow safety vest, shall be worn by all employees when they are afoot on
a grade, or within the limits of the right-of-way of any City street, thoroughfare, easement or
access to public roadways.

1-10.2 All employees including Directors, Managers and Supervisors working or visiting an
active pre-construction, ongoing construction, or maintenance area shall wear a City
approved safety vest and hard hat.

1-11 EYE AND FACE PROTECTION

1-11.1 Protective eye and face equipment shall be used where there is a reasonable
probability of injury that can be prevented by the use of such equipment. Eye and face
protection shall be made conveniently available by the
immediate supervisor suitable for the work to be
performed. It shall be the responsibility of the immediate
supervisor to provide proper eye and face protection and
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it shall be the responsibility of the employee to wear proper eye and face protection at all
appropriate times.

1-11.2 Eye and face protection shall be provided where machines or operations present the
hazard of flying objects, flying particles, weed eaters, glare, corrosive vapors, liquids,
injurious radiation or where a combination of these hazards are likely to be present.

1-11.3 Eye protection (safety glasses, goggles, and/or face shields) shall be used when
working around dry cement or lime, excessive dust, splashing wet cement, drilling, grinding,
scraping, reaming, welding and torch cutting, sawing or cutting, (either manually or power),
cutting stranded wire rope or cable, wire brushing concrete or steel or other objects, mowing,
weed eaters, tree trimming, burning weeds or brush, all kinds of pounding, pick axing,
compacted frozen ground, sledging stone, compressed air tools, chipping, sand blasting,
cutting brush or vegetation, involved in or being around the demolition of buildings or
structures, when workIng with batteries, when lighting natural gas pilots and in every other
necessary instance.

1-11.4 Eye and face protection shall be kept clean and in good repair and periodically
disinfected as the case may warrant.

1-12 CONTRACTORS

1-12.1 Any person and/or firm hired by the City of Las Vegas as a construction contractor will
be required to abide by these Safety Rules and Regulations while performing services for the
City of Las Vegas. Job Hazard Analysis (JHA) is to be completed by construction contractor
within a construction zone.

1-13 CONFINED AND/OR ENCLOSED SPACES

1-13.1 All employees required to enter into confined or enclosed spaces shall be instructed as
to the nature of the hazards involved, the necessary precautions to be taken, and in the use
of protective and emergency equipment required. Employees must be trained in confined
space, use of specific equipment, harness, oxygen tester etc. and call Fire Department before
entering pit. Fill out specific forms. The City of Las Vegas shall comply with any specific
regulations that apply to Confined Space work in dangerous or potentially dangerous areas.
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1-13.2 For purpose of subsection (1) of this Paragraph ‘confined or
enclosed space’ means any space having a limited means of egress,
which is subject to accumulation of toxic or flammable
contaminants or has an oxygen deficient atmosphere. Confined or
enclosed spaces include, but are not limited to, storage tanks,
process vessels, bins, boilers, ventilation or exhaust ducts, sewers,
underground utility vaults, tunnels, pipelines, and open top spaces
more than 4 feet in depth such as pits, tubs, vaults and vessels.

1-13.3 Employees shall not enter a confined space without a
qualified person.

1-13.4 Employees shall not enter a confined space without proper training and authorization
and without another employee being present and prepared during the time the employee is
in the confined space

1-13.5 All employees who work within confined spaces need to be properly trained. Follow
the confined space policy or (SOP) Standard Operating Procedure.

SECTION II

SAFETY LIAISON COMMITTEE

2-1 Safety Liaison Committee

2-1.1 There shall be established a Safety IJaison Committee whose responsibility is to
review all reported vehicle/equipment accidents; property damage, personal injuries,
incidents, recommend corrective action, assessments, or changes, to the Safety Officer and
City Manager. The Safety Liaison Committee shall meet once a month to review reports.

The Committee shall recommend to the Safety Officer of any safety issues for their respective
departments.
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